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The purpose of this Workshop is to continue the
objective of the DDS to provide more training in all
fields of Records Msnagement for the Agency Records
Officers. You zre familisr with the objectives of
a grezter decentralized program, Ten Workshops have
already been hsld this year -- Subject Filing, Shelf
FPiling, and Records Center Operations. This Workshop
today is the forerunner of additional training in the ,
design and analysis of Forms which will be provided f

~you at a later date.

I asl:;ed GSA 4o put on this Workshep for us

because they have more professional know-how in this T .

Field than anyone else in Government or industry. .
Also, this is an opportunity to get an independant @ o "
viewpoint about Forms Management. The pentlemen who -'g:H,g'g o
are here today from GSA are well equipped to present S o u ihéyg
the subject to you. They have 7S clearance and our LETE=E R g
Office of Security and the DDS approved them being Spk 88
hare. T should like to introduce to you now Mr. B
Joseph Bradt, Head of the Records Manzgement Division g,ﬁ-p ﬂfgkg 9
of GSA, 3rd Region Office. T have known dJoe Bradt for o SESf.sa Pl
some time. We are both alummi of the Civil Service = =l 5
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' e have had a very active Forms Management : ﬁé SheERA Y g
Program in the Agency. In 1954 we had almost 1100 ° : S gs
forms under control. Since then more than 2,000 new Bl 288 Q-P'gig
ones have been brought within the scope of our Forms Lo A ES e A
Mansgement Program., Simple additioﬂwould give us al BEREN eSS
today over 3,100 forms; however, we have been able to = T E(%.ng e
. - a4 4
eliminate over 1,200 and as 2 coasequence, less than B S8R 3 ﬁ‘?
2 .000 are needed today. This, I think, is Forms sl ring o oD
3 ? 2 a9l 52 g Sl
Mrnagement in action, not in theory. It is a I =T Rt i -
continuous cost reduction effort to put well designed L et 5 ,\ﬁeﬂ e
and efficient-to-use forms in the hands of our people. Wl FRY¥°TEZ
E| - BSgfEs
As we have increazsed our Forms Analysis sction, gl LEELERTE
the averace annual usage per form has decrezsed from Al 2SS BasS

over 19,000 copies in 1955 to less than 13,000 copies
per form today. This mesns the avoidance of printing,

-

handling and stocking of almost 12 million forms for
this year, On the other side of the picture there
is still a big job to be done. In =ddition to pro-
ﬁimgacmﬁﬂmwssmvmaonﬂwjbmmahmMy
under control, there is the staggering task of
rounding up and analyzing the thousands of bootleg
forms that the ftdo=-it-yourself" addicts have
developed., It is for these reasons that we need to
continue paying attention to forms problems.
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He has

Management Surveys for the GSA and

is currently presenting Records Disposition Workshops

in the Federal Aviation Agency.

21lso done Post Graduate work in this field.
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